
 

Administrative Order  
  

 
Administrative Order No.: 7-6 
Title: Personnel Policy on Equal Employment Opportunity 
Ordered: 2/15/1972 Effective: 3/1/1972  
 
 
AUTHORITY: 
 
Section 4.02 of the Metropolitan Dade County Charter 
 
 
SUPERSEDES: 
 
This administrative order supersedes previous Administrative Order No. 7-6, dated 
August 1, 1963. 
 
 
STATEMENT OF POLICY: 
 
The policy of Dade County is to foster, maintain, and promote equal employment 
opportunity. The County will select candidates for employment on the basis of 
candidates' qualifications for the job and treat them with respect to compensation and 
opportunity for training and advancement, including upgrading and promotion, without 
regard to sex, race, color, religion, or national origin. Equality in such opportunities 
continues to be the basic policy of the County. 
 
 
IMPLEMENTATION OF POLICY: 
 
All personnel whose duties encompass recruiting and employment will continue to 
review, regularly, the implementation of these personnel policies and the relevant 
practices to assure that equal employment opportunity based on valid job 
requirements is being actively observed to the end that no employee or applicant for 
employment shall suffer discrimination because of sex, race, color, religion or 
national origin. 
 
 
RECRUITMENT AND HIRING OF MINORITY APPLICANTS: 
 
The County will continue to expand its efforts to attract minority group applicants. 
This policy applies to all County departments and locations. All executives and 
supervisory personnel, especially those whose duties encompass recruiting and 



employment, have been made aware of this policy. The County expects all 
management personnel to aid in these efforts. 
 
 
RECRUITMENT SOURCES: 
 
The recruitment sources shall be advised periodically of the County's Equal 
Employment Opportunity Policy. The County includes among its recruitment sources 
organizations and media which are utilized by and are available to minority group 
candidates. Detailed information about the County job openings, as well as County 
hiring processes, will be provided to these recruitment sources. Employees, including 
minority group employees, are encouraged to refer friends and family for employment 
with the County. 
 
 
JOB ADVERTISEMENTS: 
 
Employment advertisements shall continue to contain assurances of equal 
employment opportunity and shall comply with Federal and State Statutes regarding 
expression of sex, and other qualifications. 
 
 
APPLICATIONS FOR EMPLOYMENT: 
 
All applicants are given the opportunity to file an application for employment. 
Comfort, convenience, and all due dispatch will be assured all applicants. 
 
 
APPLICATION RESERVE FILE: 
 
All applicants are informed as to the possibility or probability of current or later job 
openings. Applications of all job applicants are kept in a reserve file for a reasonable 
period. 
 
To the extent that it is practical, reference to these files shall be made periodically in 
connection with the County's employment requirements. This program is designed to 
insure equal consideration to both minority and non-minority applicants. 
 
 
QUALIFICATIONS AND TESTING: 
 
(a) The County's policy includes the responsibility for ensuring that hiring 
qualifications for both entry and experience-level jobs are fair and shall continue to be 
fairly administered. These qualifications are subject to regular review to assure that 
they conform to the actual job performance requirements and to changing and novel 
situations. The County has continuing responsibility to perform its services and 
functions efficiently. In keeping with these responsibilities, the County will make use 
of special programs to test job performance, and develop orientation and training 



programs aimed at the elimination of deficiencies of minority groups. Use of aide, 
intern or enrollee classifications to test job performance is an example of the special 
programs that will be developed. 
 
 
(b) Tests which may be administered by the County shall be only those that will 
measure the skills actually required for the job. Tests are tools employed solely to aid 
in the selection of the right person for the right job. Tests shall conform to applicable 
legal regulations and shall be appropriately validated. 
 
 
(c) All tests given to applicants shall be administered and evaluated by qualified 
employees who are fully acquainted with County policy as to equal employment 
opportunity. 
 
 
COMPENSATION: 
 
The policy of the County is to pay compensation which is, to every extent possible, 
competitive with local rates for the work performed so that compensation does not 
create a barrier to the recruitment of minority-group personnel. Opportunities for 
performing overtime work or otherwise increasing compensation will be afforded to all 
qualified employees without discrimination based on sex, race, color, religion, or 
national origin. It is the policy of the County to compensate all employees equally, 
based upon job classification, experience, and ability. 
 
 

EQUAL EMPLOYMENT NOTICES: 
 
Notices with regard to equal employment shall be posted in conspicuous places on 
County premises, where notices are customarily posted. 
 
 
PROMOTION AND TRAINING: 
 
1. The policy of the County is to provide every reasonable means to see that 
employees succeed on their jobs and are given opportunities to prepare themselves 
for full use of their talents and potential. On-the-job training will be provided to 
prepare employees to meet the full requirements of their new jobs, and special 
programs developed to meet specialized training needs. 
 
2. Candidates for promotion are chosen on the basis of existing or forecasted job 
openings and on their qualifications and work record - without regard to sex, race, 
color, religion, or national origin. Performance appraisals and work records for all 
personnel, including minority groups, will be carefully examined when openings for 
higher-level positions occur. 
 



RECORD KEEPING: 
 
1. The County's data processing and other systems will maintain up-to-date records. 
These records reflect the County's efforts in maintaining its equal opportunity policies. 
These records include: 
 
(a) Statistics on current employment in the County by: 
       (1) Dictionary of Occupational Title: job categories code 
       (2) Racial and ethnic group code classification 
       (3) Sex code 
       (4) Job location code 
 
(b) Schedules of job classifications and salary ranges. 
 
(c) Records of all employees hired, including job classifications and salary. These 
records will identify minority group employees. 
 
(d) Job and salary records of employees promoted, including old and new job 
classification and salaries. 
 
(e) Records of employees resigned or terminated with the reasons thereof, when 
known. 
 
(2) An Equal Employment Opportunity Report will be produced semi-annually - thus 
providing for an analysis of the status of actual equal opportunity within the County 
system and for an evaluation of progress made in this regard. 
 
 
 
This administrative Order is hereby submitted to the board of County Commissioners 
of Dade County, Florida. 
 
 
 
R. Ray Goode 
 
County Manager 
 
  
 


